Appendix 2A

Special Claims for
Vacancies During Rent-up

and Urban Development
Office of Housing

U.5. Department of Housing

OME Approval Mo, 2502-0182 (04/30/2003)

Instructions. Fellow guidelines Project nama FHA project no. Section &PRAG contrast no.
in HUD Handbook 4350.3, Rev.
1, Chapter 9
Unit Number Unit Size Period Vacant Daily Multiply | HUD's | Amount Claimed
{Mo. of Bedrooms) #days | Contract DCQLE‘;?“;I_& limitation | (column 3 times
Effective Date of Ta (dats) ‘vacant | Rent here * column 4)
Contract ) (NTE 60) L
Operating
Rent
(1) (2) 3) 4) (5)
r . Also, enter this total in
* (Note: Item 4, use 0.80 for Section 8 and 0.50 for PRAC units) |column 5 of HUD- | Total
52670-4 Part 2.

| certify: (a) Units are in decent, safe, and sanitary condition, and are available for
occupancy during the vacancy period in which the payments are claimed. (k) | complied with
the HAP/PRAC Agreement & implemented diligent marketing not fewer than 90 (60 days for
Substantial Rehabilitation) days prior to the anticipated date of initial cccupancy. (c) |
complied with the requirement of the HUD-approved Affirmative Fair Housing Marketing Flan
(AFHMF) and all fair housing and equal opportunity requirements. (d) | took all feasible
action to fill the vacancy. (e) | did not reject eligible applicants. (f) | submitted a list of units
leased and unleased as of the effective date of the contract. (g) All required documents will
be retained in the project's file for 3 years.

Cwrar's printed name, slgnature, & data

HUD will prosecute false claims & statements. Conviction may result in criminal andfor civil
penalties (18 U.S.C. Sections 1001, 1010, 1012; 31 U.S.C. Sections 3729, 3802).

HUD/Contract Administrator Review
[CIclaim approved.

[Iclaim adjusted. Reason:
[C]claim denied. Reason:

Official's name, signature, & date

Claim 1D:

Previous versions obzolote
Submit an Original and two copies

form HUD-52671-B (09/2002)
ref. Handbook 4350.3 Rev. 1

Appendix 2-0



This form must be completed so HUD can pay
owners an amount to offset vacancy costs during rent up.

Regulations require that owners complete this form
using statutory formulas for calculating vacancy rent up.

The statutes requiring the submission are S8, United
States Housing Act (42 U.S.C. 1437£); Section 202 of the
Housing Act of 1959 as amended by Section 801 of the
National Affordable Housing Act (12 U.S.C. 1701(g)):
and Section 8§11 of the National Affordable Housing Act
(42 US.C. 8013). The regulations stipulating these rules
are: 24 CFR 880, 881. 883, 884, 886. and 8§91. The
administrative requirements for these forms are provided
in HUD Handbook 43503, Rev. 1, Chapter 9.

HUD does not promise confidentiality but will not
disclose data on a specific project or tenant. No questions
of a sensitive nature are asked in this form.

The Department of Housing & Urban Development
1s authorized to collect this information by the U.S.
Housing Act of 1937, as amended. The owner/agent must

provide all this information. The information provided
will be used by HUD to review accuracy of funds
requested by owner/agent for vacancy loses during rent
up. HUD may disclose this information to Federal,
state. and local agencies when relevant to civil, crimi-
nal. or regulatory mvestigations and prosecutions.
Otherwise, 1t will not be disclosed or released outside of
HUD, except as permitted or required by law. Provid-
ing all information is mandatory, and failure to provide
information will affect participation in HUD programs.

Public reporting burden for this collection of
mnformation 1s estimated to average 0.33 hours per
response, including the time for reviewing instructions,
searching existing data sources. gathering and maintain-
ing the data needed. and completing and reviewing the
collection of mformation.  This agency may not
conduct or sponsor, and a person 1s not required to
respond to, a collection information unless that collec-
tion displays a valid OMB control number.

Previous versions obsolate
Submit an Original and two copias

form HUD-52671-B (09/2002)
ref. Handbook 4350.3 Rev. 1
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Appendix 2B

SAMPLE CHECKLIST

Special Claim for
Vacancies During Rent-Up

Property Name:

Contract No.

Attach the following items to the claim submission
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Completed form HUD-52670-A, Part 2

Completed form HUD-52671-B.

A list of all unitsleased and available for lease as of the effective date of
the Permission to Occupy (form HUD-92485 signed by the HUD
Architect or Engineer) or the effective date of the contract, whichever is
later. Alsoincludejustification for all un-leased units explaining why
they remain vacant.

Evidence that marketing began not less than 90 days prior to initial
occupancy, including copies of advertisements, or invoices for
advertising expenses substantiating the date marketing began and a copy
of the waiting list.

Waiting-list documentation. Documentation should include the outcome

of applicant contacts, (i.e. date applicant was contacted, response of
applicant and the status of applicant’s move-in).

Copies of letters to rgjected applicants demonstrating rejection for good
cause.

Appendix 2C

SUGGESTED WAITING LIST GUIDELINES

A. Updating Waiting lists.

1. Waiting lists must be kept current, and should be updated at |east annually.

2. Ownersare required to develop awritten “Waiting List Policy” outlining the
following as required by Handbook 4350.3 REV-1.:

How often an applicant must contact management to stay active on the
list.

Method for contacting management (telephone, mail, etc.).

A recording process to be used by management.
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= How often an applicant will be offered aunit before they are either
removed or dropped to the bottom of the waiting list.

3. Send aletter to each applicant stating your “Waiting List Policy” and asking
him or her to respond. The letter should cover the following:

= Reguest aresponse from the applicant that includes applicant’s name,
level of interest in remaining on the waiting list, any changein eligibility
status, family size, unit size needed and need for Section 8 assistance (if
project has both market and affordable units).

= Theletter should also indicate a date by which aresponse is needed, and
notify the applicant that he/she may be removed from the waiting list if
thereis no response. If the applicant does not respond by the deadline
date, make one attempt to contact.

= Remind the applicant of the necessity to report any changes in address or
telephone number.

4. Document all actions taken with copies of letters sent, those returned
undeliverable, follow-up responses, and action taken. Retain applications and
documents for three years after placing in theinactive file. Document waiting
list status.

B. Pre-Certify the top applicants for each unit size.

1. Ownerg/agents should determine the project’ s average annual turnover rate,
and at all times have the top 2 or 3 applicants from the waiting list, for each
bedroom size, verified and ready to move at the earliest time possible after
being notified.

2. In most instances, an incoming tenant will have to give his or her current
landlord proper notice. However, the tenant should be certified in advance to
shorten the process.

3. Applicants that have been certified for occupancy should be placed in a file
marked “Ready for Move-In". Thefile should be updated on aregular basisto
ensure the verifications are valid as outlined in HUD Handbook 4350.3 REV-1.
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